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Finding Existing Records

Adding original records is your last resort. 

It is always more efficient to use an 
existing bibliographic record if a matching one 
is available. 

First check Evergreen Indiana for a 
matching record.

If no matching record is found in EI, 
check import sources.



Finding Existing Records

• Make sure you check all record sources open 
to you carefully. 

• If you use an ISBN search, try both the 10 
digit and 13 digit, if you know them.

• Also do a title/author search. Sometimes the 
existing ISBN in a record includes spaces or 
dashes and won’t come up.



Finding Existing Records
• Sometimes an existing record may be a match, but does not 

include your ISBN.  See Some Special Cases on page 2.3 of the 
EI Cataloging Procedures Guide for information about when 
you can add ISBNs to records.  

• If you can’t find a record in EI or through the Z39.50 sources, 
the batch importer can be used to bring in records from other 
sources.  See the Batch Import Export Powerpoint for more 
information and a list of sources for free MARC records.

• If you find a close match, but it is not exact, and doesn’t fall in 
the Special Cases mentioned above, do not import the record 
and edit it to match your item.  This causes problems for 
other catalogers, so please be considerate of your colleagues!

http://www.in.gov/library/files/EI_Procedures_Guide_Chapter_2_Copy_Cataloging_Work_Flow.pdf
http://www.in.gov/library/files/Batch_Import_Advanced_Training.ppt
http://www.in.gov/library/files/Batch_Import_Advanced_Training.ppt
http://www.in.gov/library/files/Batch_Import_Advanced_Training.ppt


Resources for Creating Records 

• If you’ve tried all the possible sources for MARC records 
and have not found a record, then you will need to create a 
new one in EI.

• Note that just because you have to create a new record, 
you do not have to start from scratch.

• If you haven’t found a record you can import, you may still 
be able to find a record you can copy.

• Check http://www.worldcat.org/ for your item.  You will be 
able to look at the item in other library catalogs.  Some 
catalogs allow you to display the MARC records, which 
makes it very easy to recreate the record in EI.  

http://www.worldcat.org/


Resources for Creating Records 



Resources for Creating Records
Evergreen 2.0.4 has a new feature which makes copying and 

pasting in records easier. 

Clicking the Flat-Text Editor box allows you to copy and paste 
multiple lines at a time. Just make sure to format correctly.



Resources for Creating Records
Even if you can’t find an exact match for what you’ve got, find a 

record for a similar item to use as a guide. You may want to 
look at more than one record for guidance.

Examples include:

Records for earlier editions.

Records for other works by the same author or artist.

Records for items in the same series.

Records about the same subject are a good starting point for 
determining subject headings and call numbers.

Records for a different format of your item can be helpful as 
well.



Resources for Creating Records

You may find it helpful to print out examples of 
good records to use as a guide. 

You will also find examples of records in the 
Procedures Guide.

Also, don’t forget to refer to Bibliographic Formats 
and Standards for guidance on the MARC fields.

http://www.oclc.org/bibformats/en/default.shtm

http://www.oclc.org/bibformats/en/default.shtm


Creating Records in EI

Once you’ve determined that you do need to create a 
record, select Create New Marc Record from the 
cataloging menu.



Creating Records in EI

The MARC Template tab 
will open. Select the 
template with the 
correct format for your 
item



Creating Records in EI

Note that these templates are just guides.  

You will need to check each of the fixed fields to 
make sure they are correctly coded for your 
items.  

You will find that you will need to add some 
variable fields and delete others. 

Every MARC record is different, so we can’t have 
a perfect template.



EI Record Templates

I_book, K_book, and K_stub can all be used to 
create book records.  

K_stub is intended for On Order or temporary 
records.  

It’s your choice whether you use I_book or 
K_book, as long as you add a complete record 
for your item.



EI Record Templates

The I_book and K_book templates.



EI Record Templates

The CD-ROM and Wii templates.



EI Record Templates

The ArtRep template, used for cataloging prints 
of visual art. 



EI Record Templates

The Audiobook template. This would be used for 
both books on CD and Cassette. 



EI Record Templates

Note: The VHS 
template is currently 
unavailable. We’ll get 
this corrected ASAP. In 
the meantime, you can 
use the DVD template 
if you edit the fixed 
fields and 007.

The DVD template



EI Record Templates

The Map template to be used with maps and atlases. 



EI Record Templates

The Music CD template. This can also be used for music 
records and cassettes by editing the fixed fields and 
007.



EI Record Templates

The Playaway template.



EI Record Templates

The Realia template, is used for physical objects such 
as bags, baskets, rocks, equipment, etc.



EI Record Templates

The Score template is used for musical scores in 
books or sheets.



EI Record Templates

The Serials template. Note that there is currently an 
extra template, K_Serial. It is redundant and will be 
deleted.



Coding Your MARC Record
• Be sure to review the 007 and 006 fields.  
• Unfortunately, if you need an additional 007 or 006, 

those cannot be added, so just code the media you feel 
is the most important. 

• Also, you cannot delete extra 007 or 006 fields if there 
are more than you need, which might be the case for 
the kit template. Just code the first field and leave the 
second one blank.

• Note that if you do not code these fields correctly, your 
item will not display correctly in the system.

• Again, refer to Bibliographic Formats and Standards for 
information on how to code the fields

http://www.oclc.org/bibformats/en/0xx/default.shtm.

http://www.oclc.org/bibformats/en/0xx/default.shtm


Coding Your MARC Record

When you open 
the template, it 
will have a 
combination of 
blank fields, filled 
in information, 
and information 
about what goes 
in the fields.

The Kit template.



Coding Your MARC Record

It’s helpful to fill in the variable fields first, and 
then go back and code the fixed fields at the 
end. 

Generally, the information in the fixed fields is 
also entered into the variable fields.



Coding Your MARC Record 

Here we’re cataloging a kit with no media pieces, so 
we have cleared the 007 fields. We have deleted 
unused fields such as the 024 and the 028. 

We have also deleted or replaced text that did not 
apply to the record, such as 

“Contents of the kit”



Coding Your MARC Record

Make sure to correctly code the fixed fields, 
according to EI cataloging standards.

Remember that if the fields are not coded correctly, it 
affects catalog display and searching.

Here the fixed fields are coded for the kit cataloged 
on the previous slide. 



On Order Records

The K_stub template is intended for On 
Order/Temporary records. 

When you use it, please fill in as much identifying 
information as you have. This makes it easier for 
people to determine if the item they have 
matches your On Order/Temporary record. 

If there is a full or CIP record available for important, 
you don’t have to create an On Order record



On Order Records

Fill in the 245, 260, 300, and 020 as fully as possible.  

Edit the 599 to describe your record.



On Order Records
If you are attaching holdings to an existing On Order or 

Temporary record, and you have the item in hand, 
you should upgrade the record.

With On Order records, this can be done by overlaying 
the record, and/or doing any edits necessary to CIP 
information.  See Cataloging Tip #31 for info on 
upgrading CIP records.

If you have the item in hand, the record should no 
longer be an On Order record! It doesn’t matter if 
you didn’t input the original On Order record. EI 
records belong to everyone.

http://www.in.gov/library/3840.htm


On Order Records

CIP Record



Locally Produced Materials
In many cases you will need to create original records for 

locally produced materials that are not conventionally 
published.

Examples of this include genealogical information, Cemetery 
Records, journals, scrapbooks, pamphlets, etc.

You may just have to do the best you can with the 
information provided on the material, but it’s always 
helpful to find records for similar items as a guide.

It can be helpful if staff request that when people provide 
this material, they include a title page and pertinent 
information such as author or creator, and date created. 



Locally Produced Materials
Note that there are specific rules in AACR2 on 

how to indicate when information about the 
item is unknown.

For instance, when you provide information not 
found on the material, use square brackets to 
indicate this.

Unknown place of publication should be 
indicated as S.l. –Capital S, lower case L.

Unknown publisher is indicated as s.n. 



Locally Produced Materials

Here is an example of a record for an item 
where the publisher and place of publication are 
not listed on the item.



Locally Produced Materials
When the date of publication is unknown, provide your best 

guess. If it is a guess, this is indicated with a question 
mark in the 260 subfield c. [1984?]

If you have no information that can be used to infer the year 
of publication, get as close as you can to a probable 
date. For instance, you don’t know the year, but can 
deduce the decade indicate it as shown: [197-?]

You may not be able to determine the decade, but can infer 
the century: [20--?]

The date is then coded in the fixed fields as a single date. 
Any unknown digits are entered as u. 1984, 197u,   
20uu.



Locally Produced Materials
• Example: Cemetery Transcriptions



Locally Produced Materials
• Example: Yearbook



Locally Produced Materials
• Example: Family Histories



Locally Produced Materials
• Example: Scrapbook



Evergreen Indiana

Sarah Childs, Hussey Mayfield Memorial Public Library

sarahc@zionsville.lib.in.us

Jocelyn Lewis, Lebanon Public Library

jocelyn@leblib.org

Shelley Lesandrini, Westfield Washington Public Library

slesandrini@wwpl.lib.in.us

Terri Wichman, Jackson County Public Library

terriw@myjclibrary.org

mailto:sarahc@zionsville.lib.in.us
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